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How to Log Your Work Search and File a Weekly Claim Online 

INTRODUCTION:  

As of 3/15/2013, an enhanced feature has been added to your weekly claim and work search log. Prior to 
3/15/2013, you were required to log your work search AFTER you filed your claim for weekly benefits so you were 
entering job contacts that you had made the previous week. The new enhancement allows you more flexibility in 
entering your job contacts. You may choose one of the two following options in deciding when to log your work 
search.    

1.) You may log your work search contacts during the process of filing your weekly claim. 
 

OR 
 

2.) You may log your work search contacts during the week you make them, before you file your weekly 
claim. (For example, if you contact a potential employer on Wednesday, you can enter that contact in 
your work search log on the same day.) 

IMPORTANT:  You will no longer be able to enter your work search contacts into the work search log AFTER 
you complete your weekly claim for unemployment benefits.  

 

OPTION 1: LOG YOUR WORK SEARCH CONTACTS AT THE SAME TIME YOU FILE YOUR WEEKLY CLAIM. 

Go to dol.nebraska.gov and choose “File for Unemployment” under the “for Workers” heading on the left side of 
the page.   
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When you arrive at the “Welcome” page shown below, choose the “File a Weekly Claim” link.  

 

The logon page will then appear. Please log onto the website with your SSN (Social Security Number) and pin 
number.  
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On the “Unemployment Benefits – Main Menu” screen, choose the link “FILE A WEEKLY CLAIM FOR BENEFITS.”  

 

You will be presented with some instructions on this screen below. Please read and then press the continue 
button at the bottom of the page.  
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Enter the requested information on this screen below and press the Continue button. 

 

You will be presented with several yes or no questions. Answer the questions truthfully and select the “Continue” 
button.  (Please note the order of weekly claim questions has changed. Read the questions carefully.)   
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The following screen will appear. To add a work search contact, choose the “Add” button. This will be your last 
opportunity to report your work search contacts for the week.  

 

Enter the requested information and select the “Add” button. 
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A second screen will display what you just entered and also prompts you to enter another contact.  

After you have entered all your job contacts for the week, select the “Continue” button. You may enter as many 
work search contacts as you wish. (Most claimants, if required to make work search contacts, must enter at least 
two (2) different contacts per week.)  

 

On the next screen, you have an opportunity to review the work search contacts you entered. If you are satisfied 
that the information is correct, choose “Certify.”  Then select the “Continue” button at the bottom of the page.  
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If you are not satisfied the information is correct, you may edit the screen and then click “Certify.” If you wish to 
eliminate this job contact, choose “Delete.” Then select the “Add” button if you wish to add another contact.  

 

You may then re-enter your job contact information, if you chose to delete a contact in the previous step.  

 

 

 



8 
 
Once you have completed your work search information, you are presented with a confirmation of all your entries 
for your weekly claim.  Please read the “I understand . . .” statement at the bottom of the page and check the box. 
Then select the “Submit” button at the bottom of the page.   

 

You will then view a confirmation page. You may print this page if you wish.  
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OPTION 2: LOG YOUR WORK SEARCH DURING THE BENEFIT WEEK 

STEP 1: After logging into your account at dol.nebraska.gov, you will be presented with the following menu shown 
below. Select “RECORD WORK SEARCH CONTACTS.” 

 

 

NOTE: This link, “Record Work Search Contacts,” is open for the calendar week until 11:59pm on Saturday. All 
contacts entered via this link will transfer to the work search log during your weekly certification and will be 
shown to you. For example, for the calendar week ending Saturday, 3-23-2013, you may enter two work search 
contacts on Wednesday, 3-20-2013. Then, if you file your weekly claim on Sunday, 3-24-2013 for the benefit week 
ending 3-23-2013, those work search contacts entered on Wednesday, 3-20-2013 will display during the weekly 
claim. You have the opportunity to “Certify” or “Delete” these contacts during your weekly claim. As a condition 
of eligibility, most claimants are required to log and certify at least two work search contacts per week.  
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STEP 2:   You will be presented with the following screen.  

 

Please fill out all requested information. The red asterisk * indicates a required field. After entering the 
information, select “ADD” to add another employer. If you are finished logging your work search, select the   
“Save and Close” button.   

 

When you file your weekly claim, the work search you logged during the Benefit week will be displayed to you as 
part of the weekly claim process. During your weekly claim, you will “Certify” or “Delete” the contacts you logged 
during the week as shown on pages 6-7 of this handout.  


